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OEORQIA DEPARTMENT OF HUMAN RES4XJRCES 

OFFICE OF A6MINISTRATIVE SERVICES 
RECORDS MANAQEMENT UNIT 
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Study Fi les  
. .  .. ~ ."r' 'Z : I 2. : .~ - .~ ~~ p-ii ---*~~-~.- 

Wht is the function of the Division end the Dffica in which this remrd arias is created? 

*,lie* Lstest 

- .l~ 
. Division and Office Function 

pplication Date 

-.I__-.. - January 10, 1984 
,pplication Number 

DHR 84-1 

). Records Series OesrYiption This file wntaina the follauir 

* I  
__ 

Off i c e  of. Financial Servicks Appl~tion Number 

! Cost Allocation ~ . . . ~  ~ - .  ,~ 7& 4-A ':I , 

,~ ~ ? . I  . i Date Received . Datepmpleted . .  .. ~ .. ~ . .. 518 Health  building ,, : 
Atlanta, Georg&.,-30334 - 120.2 , . ~. ~~. ___ J A N  1 ~~ 1 1994 L& i iaek_-~ 

. .  
47 Tr'inity Avenue, s,W,. ' r- 

~ 

Doarmenn dat ing to: 

Included e n :  

I , . .  . 3 -  .~ 
b a  ... ent. .:ncluds form numbwrmd rirks, if any): Attach r m p b  of the fib. '- 

. . ,  .. -. . ,. 
j 

.. . . . .... :.-: .~ . ,  * .  ~ . 

.. ' - _  . ~- I-.._ ~~ L- 

8 .  Monthly Refare?&%&< . - . . HoiGoftun a* records referred to wnlch an: 

One to six months old ; Swan m w I m  montha uld ; Thirtwn to twsnty-four months old : 
. : 1 .  . .  . 1  '.iwenty-fiw months and older ? 

- ~ ~~ ~ ~, - . .  .:. 
.~ 1 . !  ~. .,. , 

?. . 
3. Annysl Rsrs of Accumulation M R e d s  

. .  

.- . 



r I 

I- - 
1 2  W o w d  Dw?orttion lnrtructtonc This agency rmwmmandr that tho fils miles bn cut off at  thn and of  nach: 

OCnlandnr Yaar: OF~ICOI yaar; QClther month .__- - ____ than, 

Hold in the current f i la a n 0  -month(sl I - 1 _ _  pnrC);than 

0 Tnnrfer m local holding area: hold 

Q Tnnrfer to Stat0 R w r d t  Center; hold 

El Denray 

0 ~ n n r f e r  m sms Archibas for perrrunsnt mention. 

p a r l t ) ;  than 
ysar6l. than 

r 



DISPOSE OF 'PRESENT ACCU?,!ULATIOC; 

. .  . _. . . . - 

. . ___c- 

Tie Office of Evaluation and Research is responsible for providing the Management Team with 
personnel who can objectively evaluate-and analyze the effectiveness of the~Department's 

The State kenter for Human Service Statistics has the responsibility for compiling birth, death,, 
marriage, and divorce data by unspecified categories for research purposes leading to obtaining 
assistance in the development of health programs under Federal and State grants and to assist 
in the identification of tho- areas meriting the establishment of health programs. 

w n t  monies for these employees. 

. ZT~S file conteins the following documents, (include form numbers and titles, if m y ,  
~ *_.__-_ ~ _ _  -- . ~ _ _  

reimbursement of funds for salary and travel. of personnel who work in County Departments 
of Family and Children Services and support staff in the State Department of Human Resources,, 

Included are pnnumbe,red forms:. ''Administrative.Kand9m MomentStudy" giving unit code/rooin/ 
' phone .number; infohtion ~a-s .to whethe-r empl-oyee was contacted..by telephone or face-to-face; 
e~pl-oyee's name, social- security number; employiig divi.sion/office; random moment number; 
date and time of contact; activity on which employPe working when, contacted; interviewer's 
name. 
moment number; employee's name and social security number; date form completed; activity on 

"DFCS Clerical Random Moment Study Schedu'le" gives county name and number; random 

. .  



--.__~_____ t. .- - . _ _  _I__ ___ * .;%;A 
Txl . r I 
[ I  [XI 
ix i  r 1 ~  

/=_---v- - -__ - __---?--~. ~ -._.__- 7 s - p  .Eu"; 
c QUESTIONNAIRE V1.c. sm *a-  I. I.. 9rsp.r r o t u r n . '  i t  .I.w.r i d - v c s . -  si*..r r . . a . ~ ~  

% I , I  
> 

13. I s ' t h i s  t h e  Record Copy of t h e  series? 

. .  1 4 .  Is t h e r e  a dupl ica t ion  o f  t h i s  series i n  another o f f i c e  o r  agency?. 
.C - 

1s. Is tine, i%?o?hat-ion contained i n  tqis s e r i e s  ever summarized o r  published? 
Attach copy of summary -I 'or  publ icat ion.  see"compi1ed resultsl'group - attached 

16. goes t h e  s e r i e s  contain c l a s s i f i e d  informa*ion requi r ing  secu r i ty  handling? 

17. Does t h e  series . .  

[ 3 . t x 3  

[ I  [XI 
. .  

. .  
i n i t i a t e ,  amend o r  terminate  agency - 'pol ic ies  and p&edures? 

18. Could t h e  function be performed i f  t h e  f i l e s  were l o s t  or destroyed? 

19.- Is t h e  series ( o r  major port ion of it) regu la r ly  microfilmed? If yes ,  why? 
~. 

. 20. Does t h e  record s e r i e s  provide da t a  as input  t o . a n  EDP f i l e ?  [ A  [ ;. 

i-nformation t o  i d e n t i f y  employee, work category, county, d i v i s i o n l o i f i c e  
21. Does the.. record series contain docuidentatiod .?rodwed as EDP  printout^? . - 

22. iies t h e  Federal  Government issued in s t ruc t ions  governing t h e  retention/dispo- . G (  1 [ 1 
in fo rka t ion  as given i n  i t e m  20 

. . .  . .  . -  . .  . .  
. . . .  . .  

. .  - .. s i t i o n - o f  t hese  f i les? ~. 

see at tached page 11273 Record-Retention Guide - .  6.4 .I ; . 
23. Y i l i  t h e r e  be a need f o r  these records 10, 15  years  from now? If yes,  what? . [ I - [  

. . .  . .  . . .  
.__~__~.__ 

. . . .  , .  

2b. REQUIREMENTS. 'The fol loving requires t h e  f i l e s  t o  be kept -__ 4 -__years.:. 
. .  .~ . .  

I . .  

a. [ ]STATE . b. [ ISTATWE OF c. []AUDIT , '  d. tnIFEDERAL . e .  [qADMINISTPSTIi . f. []HISTORICAL .. 
LAW LI!*UTATION PERIOD . _  .. LAW. ~. DECISIO!!. VPL'JE 

' 

(Ci te '  Lm,'Statute, or otkei. reason fop t.he petr?nti.nn * o m , ; - k - i l  

:e at tached page 11273~RECORD RETENTION GUIDE and t o  f u l f i l l  agreement with HEN t h a t  should re- , .  
test be made by HnJ for dupl ica t ion  of any Random Moment Study, a l l  material fo r  providi:. 7 .;.1:~. 

l p l i ca t ion  w i l l > ~ - i v a i l a b l e  and HEW would be fqrnished the  dupl ica t ion  of t h e  study. 
25. AGEFiCY RECOMNDATIONS.  

-.__I_-.~- ..... 
This agency recommends t h a t  t h e  f i l e  s e r i e s  b e - c u t  o f f  a t  t h e  end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHERX ,then : 

[ ] Hold i n  t h e  current  f i les  area , 'I month(s)/ y e a r ( s ) :  
[ ] Transfer  to..[ 1 S t a t e  Records Center [ 
[ ] Destroy. ~' 

. .  
Local Holding Area; hold -- ~. L e a d s ) :  

... - . . I  

. .  
- , [  ] Transfer t o  S t a t e  k c h i v e s ] f o r  permanent r e t en t ion .  .. ..... .~ . .  
[ ].Destroy immediately after cut-off.. . . . .  
.[XI Gtner: (Specify) &ginning January .1,- 1974, cu t  o f f  f i l e  quarter ly;  hold in  cu r ren t  

f i l e $  a rea  1 y e a r ;  t r a n s f e r  t o  S t a t e  Records Center, . hold 3 years  
. . . . .  .*.. .. . .  . . ,  . .  . I  then destroy.. , , .  

. 
. . .  I I  

, -  

. .  
. . . .  . . _  .. . .  

,, . . .  .. . . .  . .  . . .  ~ - - . _ \  -~ . . . .  . ., 
. _. . .  r .  . . . . . . . . . . . . . . . . . . . .  r .. .." . .-.- ~ . -  . - r 

.. .. .. >'  4 _ _  . . .  . . . .  . .  7 -  - . ,  ~, ~~, .. .~ , , ' .  ? . ~ .  r 

. . . . . . . . .  . . . . . . . .  . *  . . .  . . . . . . . . .  - .. . .  
I .. , . 

(Indicate . b + e f t y ' r a t i a a l e .  f o r  recornendations .above/or'w+te additional remarks) :-' 
See a t tached  page 11273 from Records Retention Guide "6.4 S t a t e  and loca l  governments; - 

5 HEW .. i n s t i t u t i o n s  of higher learning, hospi ta l s ,  and other  nonprofi t  organizat ions rece iv i  
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Application for Records Disposition Standard 

.RANDOM MOMENT SAMPLE STUDY FILES , 

Continuation Page - 3  

11. which employee working at time of report; interviewer's name. "Eligi- 
bility Staff Random Mcnt/Sample Schedule" gives date of Schedule; 
name of employee and employee's Social Security Number; name of inter- 
viewer and interviewer's remarks; employee activity at time of report. 
"Services Random Moment Study" is the compiled results for a given month 
of the Random Moment Studies. Also, any subsequent forms which may be 
developed for the Random Moment Studies, keypunch cards and printouts. 

alphabetically by county; and Youth Services - by date, thereunder by The file is arranged: Administrative - by date; County - by date, thereunder 
43 

site for given area. -5 

25. grants. - rl 
- 1  

To maintain financial records, supporting documents, statistical 
records, supporting documents, statistical records, nonexpendable 
property records, and any other records pertinent to an HEW grant. 

Retention period: 
final expenditure report (or in case of unexpendable property, 
3 years after final disposition of such property); or if Federal 

3 years from date of submission of annual or 

audit has not been completed or audit findings have not been 
resolved at the end of 3 years, until resolution of all audit 

P 
7. 
;* 
I .- findings. 45 CFR 74.20, 74.21, 74.22. . .  
T rr .-. 



Mrs. Sharon Stanley 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
.-Q RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

. .  
- June, 1973 - to  date  '1 RANDOM k h l " T  S&G' STUDY FILES 

~ ~~ '.--.-L---.~ 
L% _ ~ > :  I ,  .il ..:'\A,'' " ~ l i u . ~ -  '~ -3: :..: -I- 

' .What,is t he  function of the  o f f i ce  i n  which t h i s  record se r i e s  is created? 
I 

The Office of Evaluation and Research i s  responsible for  providing the Management Team w i t h  
personnel who can objectively evaluate., and afialyz6- the egfect ivehei i  of thecDepart&nt I s 

~-Programs. 

The S ta te  Center fo r  Human Service S t a t i s t i c s  has the respons ib i l i ty  fo r  compiling b i r th ,  death 
marriage, and divorce da ta  by unspecified categories  fo r  research purposes leading t o  obtaining 
assis tance i n  the  development of heal th  programs under Federal and Sta te  grants  and . to  a s s i s t  
i n  the  iden t i f i ca t ion  of those a r r a s  meriting the establishment of health programs. 

The Reports Control Monitoring/Special Studies Section has the respons ib i l i ty  for  maintaining 
-a l i s t  .of a l l  required Federal repor t s  as t o  person responsible fo r  report ,  frequency of 
r e p q  end ,current l@ta,fy;   and -~oqducQ!. specia; ,Rtudie_s ~ foE-th$ St,$ CentgrL ..  especially U~ the  

_Random Moment i$tii8&es.,of, Q@ ~~:4:,County1)FCS..(s~f -. ~ . ,  f ::for ~,cOSt. . .  al ldcaFi  1 . : ~  - . . i ~ .  ..and ~~ ,F@eral%irnburse- - .  

ment  monies fo r  these employees. 

, .  

---- ~ ~~~ - 
1. This f i l e  contains the  following documents, (include form numbers and t i t l e s ,  if any, 

Documents r e l a t ing  t o  qna&ging  and coordinating s tudies  f o r  cost  a l locat ion fo r  Federal 
and f i l e  arrangement). 

reimbursement of funds for  sa la ry  and t r a v e l  of personnel who work i n  County Departments 
of Family and Children Services and support s t a f f  i n  t h e  'S ta te  Department 0-f Human Resources 

Included a re  1 7 . - 1  unnumbtred forms:. :'!Administrative ,R?qdom ,=. . - . Moment , .Study" giving uni t  code/roog/ 
I ---5'ph6h&'number; . , r  . 'info&:tion' 'a's t o  Ywhcther -. - ~~ ~ ~ emploJtoe . .~ ~ --. wa6 c&tacted-.by telephone or  face-to-face; 

- = . - - - -  employee rs na@,'%oC^ljlE -kfeC&fty Amber ; emp'loying di&ioG/office ; random moment numbe'r; 
T-~;..> ~ ~- . - ~ - 

date and t i m e  of contact ;  a c t i v i t y  on which employee wbrliing-:when contacted; interviewer 's  
name. 
moment number: employee's name and soc ia l  secur i ty  number; da t e  form completed: a c t i v i t y  on 
which employee working at  t i m e  bf report ;  interviewer 's  name; interviewer 's  remarks. 
"Services Random Moment Study Schedule" gives county name and number; name of worker sampled 

''DFCS Cler ica l  Random Moment Study Schedule" gives county name and number; random 

~ ~ W U I L  i i r r  or ACCUMULATIOI 



- - _I - __._ ___ ~ - __.___.L 

Y E F ' 8  .T QUESTIONNAIRE PI.=. a n  - x *  t n  t h .  P,oprr i f  .n.ler t. Y E S . ' '  pie.sr . ; r i a i n  I 

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  . .. [XI [ 1 

15 .  I s  the ififo&&tion contained i p  t h i s  s e r i e s  ever summarized o r  published? 

, .  

[ 1 [ X I  

[XI [ 1 

. .. . .  14. Is the re  a duplication of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 
.I-- \-' 

s 

Attach copy of summary o r  publication. see'kompiled resu1ts"group - attached 
16. Does the  se r i e s  contain c l a s s i f i ed - . i n foMia~~on '  reqcir ing secur i ty  h 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  t e d n a 5 e  agency.policieS^ &-&pr&edwes?,< - ' I  c - 1 .  [ 
g?.' " 1, 

~ .. . . ~, .-.r .~ - . . .  . ., , 
~. , . .  

. - - _  . 
7 )  . ~ .. I. 

. .  - ?  * ? . ~  I. . . - .. - .  . .  . , .  ~ - -~ ~. - . -  . . 

18. Could the function be performed if t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 
19.  Is the  s e r i e s  (or major portion of i t )  regular ly  microfilmed? If yes ,  why? [ 1 [XI 

Hold i n  the  current f i l e s  area ' month(s)/ yea r ( s ) :  
Transfer to .  [ 1 S ta t e~Records~Cen te r  [ ] Local-Holding Are.@; hqld . ear (s ) : - .  . .  ,<. . .  ~. ~. ...+ - .. 

~ r _  . . . -  
. . -  . .. . 1" P:: '3 - -  

- 2  . .  , L  - .  . beitroy..  _ _  -~ ~ . .  - 

.Destroy immediately seer cut-off... ~ . _ _  _ _  . .  .~ 

TransfeF to,  State-k-FClives^for~perma;lent'- . -  reientio:.- - .  ._ .. ~ , - .  1 - .  
. .. ~. - .. 

~~ 

~. 

Other: (Specify) Beginning.January'~1,- ~ 1 9 7 4 ,  cut "off f i i e  . ._ q i a r t e r l y ;  
f i l es  area 1 ye .ar ;~~t ransfer  t o  S t a t e  Records Center, hold 3 years; 

hold i n  cur ren t  
3 ~ ' c - .  < '  - . .  

. .  - - - . .  ~ ~ .. -~ . .  . ~. ~. - -  - . . ~ .  ~. then .destroy. , . .  : '?  .. . . ~ .  . 



Application for Records Disposition Standard 

RANDOM MOMENT SAMPLE STUDY FILES , 

Continuation Page - 3  

11. which employee working at time of report; interviewer's name. "Eligi- 
bility Staff Random Moment Sample Schedule" gives date of Schedule; 
name of employee and employee's Social Security Number; 
viewer and interviewer's remarks; 
"Services Random Moment Study" is the compiled results for a given month 
of the Random Moment Studies. Also, any subsequent forms which may be 
developed for the Random Moment Studies, keypunch cards and printouts. 

The file is arranged: Administrative - by date; County - by date, thereunder 
alphabetically by county; and Youth Services - by date, thereunder by 
site for given area. 

name of inter- 
employee activity at time of report. 

25. grants. 

To maintain financial records, supporting documents, statistical 
records, supporting documents, statistical record~,-nonexpen&able 
property records, and any other records pertinent to an HEW grant. 

Retention period: 
final expenditure report (or in case of unexpendable property, 
3 yBars after final disposition of such property); or if Federal 
audit has not been completed or audit findings have not been 
resolved at the end of 3 years, until resolution of all audit 
findings. 45 CFR 74.20, 74.21, 74.22. 

3 years from date of submission of annual or 


